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Phase

User has a need

Fill in and Submit 
Procurement 

Request Form via 
email

Approves Request 
and authorizes 

Recharge to Agency 
from OTS 

Signs  and scans 
request form and 

emails to Agency IT 
Director

Need PST, OCR 
Review?

Agency IT Director 
Confirms Need, vets 
against Standards, 
Volume Discounts, 
strategic directions, 

etc. and signs as 
appropriate

State Procurement Rules are 
followed for approvals as 

appropriate

Can a Pcard be 
used?

Yes

Does an OTS 
Person in Agency 

have a Pcard?

OTS Procurement decides 
where to ship to and 

Acquires

Extra State Procurement Laws 
are followed depending on type 
of purchase and size and needs

No

No

Yes

Yes

  PO related packing 
slips must be sent 

directly to OTS 
Receiving 

(ots.receiving@la.gov)

PCard logs are sent 
to Janelle Hart along 
with any paperwork 

Refer back to Local 
OTS/ITPerson to 

procure on PCard.

Agency Physically 
Receives Requested 

Material

Ready to 
procure? Yes

No

Agency Director emails scanned form and 
supporting documentation to OTS Help 
Desk to be entered into Remedy System

OTS.Procurement@la.gov

OTS Procurement 
Emails 

communication back 
to all involved 

Is this software?

Send licensing 
certificates to 

appropriate group 
for inventory (TBD 

later)

ots.receiving@la.gov 

receives the Packing 
Slips and receives order 

in AGPS. 

ots.receiving@la.gov 
closes out the request 

as appropriate

P.O. or PCard?

P.O.

PCard

Agency assures all 
Packing Slips and/or 

documentation of the 
PCard Logs turned 

into OTS Procurement 
(Janelle Hart initially).

No

DONE!

Is Item on the 
Exemption List?

Buy it internal to the 
agency.

Yes

No

Yes

No

IT Director ensures 
all tags are applied 

according to 
Agency / OTS policy 

as appropriate
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